Terminating a Member for Non-Payment of Chapter Dues

Chapter Protocols for Dues Collection

If Invoicing by Email:

Step One:

The chapter treasurer or secretary must document that the email was received and read by asking for both a “delivery receipt” and a “read receipt.” These email options automatically generate an email back to the sender when a message has been received and opened or read by a recipient. The “delivery receipt” and the “read receipt” must be printed and saved for each invoice sent and provided to SIOR HQ should there be an issue in the future.

Step Two:

If payment is not received by the chapter stipulated deadline, the chapter treasurer should fax the invoice along with suggested cover letter “A” (see below). Fax machines typically print a verification sheet confirming a successful transmission. The fax verification must be saved, along with cover letter “A,” for each reminder sent and provided to SIOR HQ should there be an issue in the future. 

Step Three:

If steps one and two prove unsuccessful in collecting the outstanding dues obligation, the chapter treasurer should mail the invoice along with suggested cover letter “B” (provided below) certified mail. The paperwork verifying delivery of the letter, along with cover letter “B,” and the invoice must be saved for each invoice sent in this manner and provided to SIOR HQ if necessary. 

If Invoicing by Mail

Step One:

The initial invoice and cover letter must be dated and a copy of which saved and kept on file by the chapter treasurer or secretary for future reference.

Step Two:

If payment is not received by the chapter stipulated deadline, the chapter treasurer should email or fax the invoice with suggested cover letter “A” (provided below).

· If emailing, the chapter treasurer or secretary must document that the email was received and read by asking for both a “delivery receipt” and a “read receipt.” These email options automatically generate an email back to the sender when a message has been received and opened or read by a recipient. The “delivery receipt” and the “read receipt” must be printed and saved for each invoice sent via email and provided to SIOR HQ should there be an issue in the future.

· If faxing, the fax verification form, confirming a successful transmission, must be saved for each dues reminder sent and provided to SIOR HQ should there be an issue in the future. 

Step Three:

If steps one and two prove unsuccessful in collecting the outstanding dues obligation, the chapter treasurer should mail the invoice along with suggested cover letter “B” (provided below) certified mail. The paperwork verifying delivery of the letter, along with cover letter “B,” and the invoice must be saved for each invoice sent in this manner and provided to SIOR HQ if necessary.

Final Step:

Note: Only SIOR National can terminate a member. If after completing the required steps outlined above, the chapter still has not received the outstanding dues amount the chapter should gather the support material, requested above, and forward the documentation to the contact information provided below along with the Chapter’s official recommendation to terminate the member: 

SIOR HQ

c/o Kelly Miller
Vice President, Membership
1201 New York Ave., NW, Ste. 350

Washington, DC 20005

Upon receiving the required documentation outlined in steps 1-3, SIOR HQ will officially terminate the member and copy the appropriate chapter officials. Note: any national dues, convention registration fees, etc. that have already been paid to SIOR HQ by the member in question will be forfeited. 

Suggested text for Cover letter “A”

Date

Dear SIOR Chapter Member:

Your initial chapter dues invoice was distributed via ___________ on _______________. As of this writing your chapter dues payment is ______ days past due. Please be advised that paying dues at both the national and chapter levels is an obligation of membership. Failure to submit your chapter dues could result in termination of your SIOR membership. Please submit your chapter dues right away to the address information provided below. 

Contact Name

Contact Address

City, State

Phone number

If you have questions please contact me.

Sincerely,


Chapter Treasurer

Cc:       Chapter President

            Chapter Vice President

            Chapter Secretary

Suggested text for Cover letter “B”

Date

Dear SIOR Chapter Member:

This is our third and final attempt to collect your SIOR chapter dues payment. Your initial chapter dues invoice was distributed via ___________ on _______________. A follow-up correspondence was sent to you on _____________. As of this writing your chapter dues payment is ______ days past due. Please be advised that if payment is not received by X date, the ________ Chapter will have no recourse but to notify SIOR HQ that you have failed to meet this required membership obligation. Based on receiving this notice, along with documentation of our efforts to contact you regarding your dues obligation, SIOR will terminate your membership. Please note that any national dues, convention registration fees, etc., you may have already paid to SIOR will be forfeited. 

Please submit your chapter dues right away to the address information provided below to avoid this unfortunate outcome. 

Contact Name

Contact Address

City, State

Phone number

If you have questions please contact me.

Sincerely,


Chapter Treasurer

Cc:       Chapter President

            Chapter Vice President

            Chapter Secretary

